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‘SUMMARY OF THE REPORT . 
sh Sh ey Aa ‘ 6 
This report covers the perion. from July 1, 1913 to June 3Q; 1916. ‘ 
Phe three year pilot study was located at George ythe High School. v 
in Richinond, Virginia. The ‘school is a four year comprehensive high. 
sehool with an enrollment of 1303 students in grades, nine through 
twelve . The racial balance of the spice is ae ee, 25s white. > 
_ The over-all purposes of this project are to demonstrate the eae? - ’ 
feasibility of siedie aanondve responsibility for- the ‘place merit . 
of secondary students at every exit level and to establish a sys=- 
temat ic, effective job placement capability that will serve ain : 


eomenhs in a secondary school. 


a 


The program was under ae direction of the Assistant’ Superintendent 
for Vocational and Continuing Edueatdon in the Richmond Public Schools. 


A full time (22 months) placement coordinator ‘and oe time. (12 eS 


es secretary were employed to work in the placement office and 


ffice was open 12 months each year, 
The accomplishments of the program were many during the three 
7 


year period. We all were able to make ents more aware of what 


“ is reauired of them when they look for a job. The many programs “¢ 


that we either presented or participated in helped to focus their ‘ ¢ 


attention on employer expectation. + e We tried to present all prograins 


"and thé job placement service ahpelt as a place where students could 


become more familiar with the re pupils The students were ablo 


to view an office within.the school.as a bysiness office. 
. a 3 / = 
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¢ The Sc GiiinLCBEAGR and cooneration that we recoived from the 
business community vom exeuliont Most businesses wore willing 
to yse the service Af one way or another. Many of thése businesses 
did keep our office informed of job dpenings. “This isn't to say 
“that they hired students from us. Early in the program we explained 
to business peoplé that when an opening occurred we did not expect 
them to hire the first person we sent. Rather, we pxplained our 
program as a referral service. The responsibility of. getting the 
job was the students.. The student had to be qualified and 
demonstrate those skills that are nece ssary to be ont are 
“getting the jobs |”, 4? 
Rawteaily sae placement sepvice acted as an grpcanite agency. 
Any student who visited our office completed a personal data sheet 
| (application), a placement agreement, and a release of information 
form. The cata sheet was used by our office prior to the initial 
interview, This enabled us to review the students personal siterpieien, 


work experience, education, references, and skills that the student 
: 


’ 


had aCauired. At this time correction could be made on the application 
to acauaint students with the right and wrong way .of completing an 


application. The other two forms were used to help student 


ee Pa with their responsibiljity to our office and their 
r 


» Srployet, and at the same time. enable our office to release 


ae information on a stuient grades and attendance if requested by an 

employer. vj , 
The purpose of this information and the interview was to learn 

more about a particular student and to assess his/ter ob skills 


9. 3 : 
and type: of employment in which the student was interested. ‘When 


e. % e@ 9:3 


a job opening occurred, the stusant whe interviewed . second tive 
and given specific information concerning the position ‘available. 
If iuvenosted the student would argange or we would arrange an 
“interview. The student’ was asked to report the results of the ‘ 
intemriew to the Placement Office the following day. 


sae 


Special programs were arranged to help students aebore 
familiar with emoloyer expectations. The purpose of thé programs 
were to utilize business leaders fc ts community to meet and talk ~ 
with students. Carter fairs were held to expose students with 
éavieee “Choices” avalisbis to them and the training and education 

, yee 
reauired to fulfill a particular vocation. 

Briefly summarized ‘ worked with 884 graduates ieee the 
three years. Six en and thirteen Satan Tans job 
‘assistance frém the Placement Office, Of those requésting 
icblitahat we were able to find'149 full tine and 208 ae time 
placements. —¢ 

Nine hundred and Liivetive other students requested assistance 
in part time and summer placements. Of that number we were able to 
diag 3L4 students in part time and summer jobs. One area that we. 
experienced difficulty was the placement of early school leavers. . 
Eve ryone leaving school was referred’ to the Virginia Emp Loyment 
Commission by the guidance department. We were unable to determine 
the number of students placed by the V.E.C. Those students that we 
worked with directly were extremely difficult #6 sintig iat wiacagy 
ware reluctant to accept those applicants that had difficulty in 


school. They were willing to work with early school leavers who 


rg | 4 
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’ progsams in the school strengthened the placement service and all 


‘ : : \ ‘ 
eS * & \s 8 


were,not behavior. problems in school, but unfortunately most of our’ * ‘ 
; * | 


dropouts were behavior problems and students unable to ad just toa 
school ‘ervironment. 


Other students who left stéhool early were referred to-Vdeational 


Rehabilitation for additional training and placement. They ware 


t 
. 


successful in providing an alternative to a formal high school 
education. This program expanded the services available to students 
leaving school prior to graduation. ; 

The placement service provided the students at ous aches the ; 
opportunity to prepare themselves 0 enter the world of work. Our) 
approaah to placement accomplished two major goals. - It placed the 
burden of success on the student and it increased the retention —— 
rate: of students on the job. The responsibility that the student 

’ ‘ * 
Had to assume and develop was the key to their finding ‘a job. 

The placement service has demonstrated that schog1s can assume 
responsibilities for placement of students. This waS accomplished 
because of the fine éoupevetiion that we received from business . we 


leaders, counselors, teachers, administrators, and other community 


resource people. The work that was done wjth other cooperative * 


+ 


work programs in the school. 


Any placenent service, if it is to be successful, must involve 


the total community. The ‘service must be designed so that each 


school or school district has the flexibility to provide a program 
. .. 4 
that satisfies the needs of their students. The school must provide 


a cliniate of personnel, ‘ime, and space. Specific plans will depend 


on.the school population, ‘location, and employment opportunitics. 
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"Ie, RATIONATS a, a) 


ea “Ts "ts. * For’ many years the. school has accepted resporgibility tor seeing = _ : : “ 

ate “that. its. graduates who plan to enter collége are aceapied ina college, . 
and preferably in a college of their choice. Untoli manhours and 

financial resources -have been employed in this tremendous undertaking - 


with a large measure of success. ee a: e 


Repeated. concern has been sepeeseea -about |the need for education ° 
[to asgune ‘an equal responsibility for assist its student to énter 
the world of work and to satisfactorily hold a job. rt -* 
_Teermagers Gompwrise a large portion of the unemployed population F 
in this “country. Unless school ay etalia'e5s provide adequate job i 
, Seve lopment | and job placerent activities for its youthful ines ma avg 
: before and - after leaving “higt school, the percentage “of unemployed” 
; P, : ' will rise sharply. Further, high’ School youths may wel} enter the 
. agit world as possibly “funet iondlly incompetent" or will efonctaon 
with 4ifficulty" regarding everyaay life tasks. ‘ \ 
Recently, a United states Office of Education,(U.S. 0.5.) study 
(1975) indicated that one out of . ‘every five American adults lacks 
the knowledge and :skills to carry, out such essential tasks as 
completing a job application, making ‘change, and ileinovardling job ‘ 
{ notices To~further illustrate, a large “percentage of the "func= 
tionally incompetent "*Broup are unemployed adults. 
The National* Advisory Gouncil én Vocational Education states that. 


"Empioymant is an integral part of eduction. every secondary school 


a 


on 


’ 4 ‘ 
should-be an é¢mployment BRONCYy «5 0 this practice must befom 
universdl." Accomling. to the director of the U.S.0.E. Pr tt, 


Norve etl Northoutt, Un dvorsity’ of Texas, results suggest that even 


5 


though "we as cducators do ‘a reasonably good job in preparing students 
for more education, maybé we don't prepare them for everyday aiid " 
(195) An effeatane placement program can be a hearingsul way to 
assist anenis in 1 thoir transition to everyday life, and; in this | 
regard, entering carcer opportunitics condistent..with their back= 


ground and interests. 
¢ 


@ 


Why should placement services es fdcused upon high school” 

. stuient's? According to the National Advisory Council on Vocational 
Educdtion (1972), over 750,000 youths drop out of high school each 
year while over 850,000 drop out of college each yeare The need is 
well ebtablighed for prggrams to assist youth with decision-making, 
career pyssiblities, .job-seeking and job responsibilities. 

c systematic job placement program, in the opinion of many, would 
create needed communication channels between-schools, business and 
’ 

‘industry, and other agencies. Such communication could result in a 
reduction in youth pion loyment, an assessment basic for aatauining: 
the “school's success-with every student; making Je arning something’ 
other than academic. Schievement: valued only in the school, al nei basis 
for excellence in eduction, youth finding entry Ache which would lead 
to better career options, and youth being srtiooa tn fields or 
related fields for which they were trained. The type of job, siNeetait 
program being advocated is more’ intensive and brasdeet than job , 


placement normally has been conogived. It is more,than helping seutents 


° 
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obtain a job: it is: Rhelping them obtain the -best jobs based on 


training and to obtain jobs which pfovide. for continued growth and 


ceveloonent. In past yearsy, anny WRAE: siedente enrolled ‘in 


sconevanave education programs have had the services of the school 


nas finding Beene aeheny employment, and the eed for these services 


for all's tudente is urgent. | 1 


u 


x 


- A, si review at synthesis of reseatch conc Ipaed that 

bieeihs ary schools,” estore, and counselors are typically ‘hat credited 

with Bey Greatly helpful’ to Shaeuts noving to jobs rather than to ." 
college. It was reported that job placement typically is RaeHeS as 


a separate aebavaty trom the educational program with few secondary 


schools conteiving wf job placement as an integral part and logical 


extension of education. A research study by the Great Cities Project 


. concluded that few cities have assumed responsibilities for placemfént 
and that dew ‘have assigned arjone to this funétion.. The lack of job 
placement systems also is evidenced even in specialized vocational 
schookse 

If fdrmal education is te devote a significant portion of-its 
total efferts to ie students for. work, better means must be | 
found to aid students in the transition from school to work. It 
would appear necessary for, systemic, coordinated, and Comprehensive | 
job placement programs to*be established through the joint efforts of 
fornal education, the public employment sashes and the occupational 
society itself. ’ | ¢ 


One may inquire as to the feasibility bf utilizing already 


established employment programs within the local communities. 


i 
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‘er 7 In som settings these programs are quite adequate, of COUTSE, but 
: “ more often than not, these prapwens are already under excessive 
: pressures (such as adult iineathegaeat and staff and budget shortages). 
, Ad&itionally, jt~is almost an ‘impossibility for these, agencies to 
formulate tte, seeded specialized services skates for high school | 
— ~ "age youth. The local educational system then becomes the most * 
logical agency or institution to offer such servicese , 
nis “the ‘technology, the vores and the know-how required for Ott 6 
\ ; a ei cae cai of this task are aren present. The’ funds « 
‘ memred to use See ina ee job~placenent program have, as 
yet, not been avadisi lec: ee ampoRuens has been a deficiency in 
‘philosophy and vision. The schools have t ought their task completed 
; upon handing out a diploha. eabacyrs have ‘made some use of both the o 
Sshpia and the emp loynent. sohiees onan dnpnatt basis. If’ . 
' education is to attain its ultimate goals, follow-through must ‘occur 
; to provide Ona ss to gain feedback Spout the placement | 
efforts to modisty and improve school programse Feedback is vital 
a Nothing changes a school program : as rapidly or as radically as aced® 
| , knowledge that students have been hurt by sins of omission or . 
2 : ee” pa Fear of obtaining such knowledge is a major factor 
a a ; impibibing feedback. ph Sea 


* Job et must be expanded to include follow-through and 


4 


ie - : ietiones =,-the assistance iguanas to move through 4 éiteer ‘sequenges” 
The conceyt of follow-through and linkage is broader and more extensive 
; ; than the traditional ‘concept of follow-up. The term follow-up normally’ i 
: i ; “@ has been jused to label techniques designed to find out what happens to 
5 ff entertains ersten ee eee a ee ee RTO. SRT 
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. graduates of siucattionsl programs. The. bard follow-through and , 
linkage, however, implies pnernion both sensonitt bontioring and 
marshalling assistance necessary to insure that students succeed. 

“The intensiveness of the follow-through and Tinktage function for 
dropouts should equal the investment that is made for those who Sa ’ 
remain in .school ard graduate. This ‘suggests that ‘school systems 
would mtain responsibility for their studerts until they are either 
graduated and adjusted to erie: or further a ae or have 

" pounbea an age at which they are legally regarded as dibs’ ‘such 
efforts, will require action oriented people so that soTiGe-riwenat 
and linkage’ can be a continued activity. _ ; 

* Provisions are néeded for local, state, regional, and national 

me systems of communication between employers and eduestdonel institutions. 
Such Santmnteet sen fated net cae Res cubeent, accurate, and 


continuous ates regarding areas of sled for employees, the sources of 


trained employees who aré ready for work, and the means by which those reine 
a. : iF 
employers needing trained workers can communicate with the prospective 
s 4 : 


employees seeking work~,~and with those who have assumed responsibility 
-for preparing the prospective employee for his worke : 

As a by-product of a shoe job placement service, schools could 
perform an "outreach" Sena aimed at youth outside, the school 
system and aeeienee ‘to petaee them to an appropriate learning situation 
or to part-time Peaining and related: employnért. Many youth have 
become so alienated that they are ik likely to seek additional 


# educationon their own. Foy many it is important that they be returned ; 
, a °4 ‘ f | ‘g foe 


‘e", to programs that help them to progress. The staff who engage in an’ 


cauaihins Tineeee daneeeteeneememnann nan 


ees 


nner aren renderer mmm. 
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outreach program must guard against the belicf that minority and 
disaivantaged youth are fit only for the unskilled occupations. 

Je Kenneth Little, in his “Rdview and Syntho sis of Research 
on The Placement and Follow-Up of Vocational Education Students," 
covered the following topics: : 


"This review of follow-up studies of graduates 
of vocational—technical education programs 4 
ifttludes studies published since 1965 and 
covers the major ficids of vocational technical 
educatiom at secondary,’ post-secondary, and 
adult levels. Program’ for special groups 
of individuals are also included. Two 
purposes of the review are (1) to identify 
the job histories-of graduates and (2). to 

- ‘provide-tase line data for program evaluation. 
The/feview is organized around the) following . 
topics: The ee of Follow-up Studies, General 
Surveys, Studiés ‘of Specifie Programs, Summaries 
of Placement Information, Studies of Special 
Groups, Benefit—Cost Studies, Follow-up Studies 
Procedures, and Evaluation Summary-A 101—itgm 
bibliography is included. A related document 
is VT 010 176." 
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"Counseling and Guidan¢e: A’Cail for Change", 6th Report, 
_dune 1, 1972, Washington, D. C.: National Advisory Council 
“on Vocational Education, Lawrence Davenport, “@nairman. 


"Twenty Percent ef Adults Lack Basic Life Skills", Manpower 
and Vocational Educational Weekly, November'5, 1975, pe 5e 
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The, overwall purposts. of this project are to demonstrate toe * pel 
feasibility of schools assuming responsibility for the placement ; . 
of efcontiy a at every exit level: and: to establish a - 
systematic, pifective 16 pldéenent capability that. will serve all 
student s iri ‘ts secondary’ ‘school. More specific odebtavelx are tor i . ee 
. is? Asaist in the. placenent ‘of dropouts and arrange | 
. for their Continued education where. feasible. 

‘s rm oa 2. Assist in the placem ent of high school. graduates. 
3 7 3 Be Assist in the placement of high schéol. students 
wile want part—t ine jobs. | , 
he Work closely with coordinators of the various 
’ YY ars cooperative education programs in placement 


of students. 


"+ 5. Work closely with the guid@nce personnel in 
their efforts to assist students with 
“ education for employment. i, r 
: 66 “Aesiot students to advance in‘positions. - 


7. Advise students at every level about continuing 
education opportunities. 
; bb 8. Make provision for pre=placement training for 


stuients seeking employnert. 


tet EN I A a pn nn ee en etree mnt nanareane ene meena ete 


~~” , 7 


General Project\Dosian ; 


‘ 


et nennenisstniannsnneeeasene seaessenenasntetrattaratienaertnaetreansf Upesnentrecimseeteerenincan ntti tenntnnatniseneconnns 


, 
eo... a. 2 

j 

III. /GEXERAL PROJECT DESIGN 


This project was under the dizection of the Assistant Superintendent 
for Vocational and Continuing: Education for our school system A full . 
tim: (12 months) placement coordinator was, appointed by the local |_° 
| Lee and approved by the State Sesurtaaut of Educat on. A ful} 
@ e ‘ 


‘ } Be 


r and the office was gpen 2 mon ths each year. The progx “was located - 


2 6 ‘ : x « 


at George llythe High School and the office situatéd adjagent to the . 
‘> guidance department. and in the gencral area of the school's ed 
administrative offices. = : : ‘ 
: ,George Wythe is ‘a comprehensive high school tie an gnrolmnt a 
1303 in rades nine through bwe lye. . The racial balance of the school 
ig 75% Jack and/25% white. Of the 8 staff menbers, 25% hold a % 4 
Least degree. The counseling staff consist of a full-time 
ie ‘Seunsellors and the head of the department. Two work experience 4 
pvexrans -. Distributive Education (DE. ) and Coaperative Office 
Experience’ (C. 0.5.) wre offered as part of the curriculum One full- 
’ tim C.0.E. coordinator and three fuld-tine D.E. coordinators are 


suplayel in the school oe ’ 


rs 
a 


1 


pn ee AD :. : eee 
ee \ . | 2 : PR 


® 


(11 months} séeretary | was employed to work in the lacément office.-« ™ 
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corducted eithor.by tedephone or a. personal visit. As*the program 


, has been gi 
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A. ‘Establishing A System Of Communication ‘With The Business Community e . 
. Conmunication is the sing ple most important key to a successful 


placement program. Initially in our program employer contact was 


developed, incredsed use of che mail services amd personal visits 


“ were found to be. more suecos sfuls Pub Meteine the program via 


brochures and newspaper articles aided ‘in makin employers more 

aware of the program. LEvepbually we ieeisiod newsletters to keep 
danigvess antoned of our yearly POS aresse Use of radio and tele— 7) 
vision was ae used due. to the expense of advertising. 


-In addition to employer communication, we also included brochures, - : | 


handouts and newsletters to students and faculty. The school 


“news spapey was used to publish articles about the placement service 


and its: purpose as part of the school curriculum. em 
‘ 


— the three years of the placement service special emphasjs 
+ 


Be Specia} Programs ‘ i 


yen to producing prograws relevant to employmerit. Our office 


has arranged for special pfograms or has worked with othey members . 


of the instrpctional staff on presenting programs to the students. 
Below is a listing of the programs and their purposes: 
1. Attendanca Program 


The guidance department, drama club and placement service \" 


cooperated to present a. program_on_attendance.to,the-ninth-grade-¢: heats 


21 
eho ours 


The theme of the program was attcndance and how poor stsrdande 
patterns éstablished early in high school can effect a student 
after that sunlit graduates from high school. The: drama club: 
wrote and nevtaniod a skit portraying a student whose poor 
attendance problems followed him after, high school into the 
job aes and his evertual loss of a good “Jobe* 

Afterwards, quest speskors from business and’ i 
questions from the stwients concerning job hunting 
dclapers look for in an 4ndividual. “ALL questions and answers 
cent¢éred ee ts central theme of i program. 


The comments from the employers and other participants were 


excellent. They all felt that more programs of this type are 


neeced and should be expanded to}inelude all grade levels in’the 


sonal . ( 
$ 
2. _Career’Fairs 
The placement service participated in two (2) career fairs at 
George Wythe. Our office supplied materials and Jengwacvbattves 
from various industries and businesses. The program enabled students 
to view various exhibits and to talk with the vouresdabobinens In 


addition, classes were arranged’ so that large numbers could speak 


yith a representative for one ‘period about a particular career area. 


3. Career Exploration 
A six week unit in career education was conducted through: the 


History Department. Our office served as a resource center for the 


¢ PERSE Lees ne is es SS eS 
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classrdom teachers and the guidance department. During the last week - 
ie . Gs 
of the, program we condycted a three day-class on job hunting and what 


‘shuditits” whould do when apblying for a job. This approach was used 


Hin years and during that period we were able to work with 600 


~ 


students. v * 


Le Time fiends Program 

“Previously, students not énroled in con0p programs: we re released, 
from school without verification of es This year” all students 
recuestirig early dismissal were referred to my office for Dn 
verifica jon. The. implementation of this. program has decreased the 


* nunber of early dismissal requests and provided our Rares school 


with some tire of accountability for those students ho are working. 


ol | + 


5, Work Permits 


This year we began issuing work permits we our students. Previously, 
they had to g0 to the Richmond kool ees Center and this involved a 
transportation problem in my cases. The issuing of work peradts naa 
provided our office with a valuable tool that has enabled us to keep a 


more accurate account of who is working and where they are working. 


6 Summer Work Experience Program 

Our placement service have always worked closely. with the variou 
summer programs. This has provided many of our. students the opportunity 
to work during the summer months. Those students who have demonstrated 
their willingness to work have been able to continue during the fall and 
springs “iratdtttony wets beer ab Is TS PROVES US StmeY emplayment 


\ . 
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4 program with students for a particular, job opening. + This has enabled 
"us to place students with special abilities-in jobs related to their 


_interests. The percentage of students working in these programs has 


‘generally been higher than othor schools in our area because of : 


this: cooperation. 
7 Day Care Service 
. As pArt ‘of the mteeoalins at: George Wythe, the Home Economics 
. * . 
Department offers a three hour block program on child care. We have 


been able to help the coordinator of this program in locating job 


openings and job leads. As a result, students have been able to receive - 


elassroom instruction and on-the-job training. r 


= 
4 


8. Resource Center 


Our program have always acted'as a resource center. for the classroom 


teacher and the guidance department. We have provided materials necessary 


for class presentation on “getting a job" and I have also made myself 


available to talk with these classes., This is one area where job 
’ 


hunding skills can be developed so tht all students are-aware of what 


they must do in order to find a job. ea 
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Evaluation 


Richmond Public Schools 


, 


P } . wi? 
- a : / 301 NORTH NINTH STREET : 
i : oa . . Richmdnd, Virginia 23219 : a 


_ July 14, 1976 
& ‘ ; 
TO WHOM IT’ MAY CONCERN, ; > 2 vy 


7 


This is to certify that I have this date reviewed the 
Annual Report Student Job Placement Service Report from 

’ George's Wythe High School for school year 1975-76. The report 
aphears © RS be complete in every respect., The report indicates 
the need*for such a program in the high school, even though other 
cooperative vocational education programs may be offered therein. 


he value of the program to ‘student is extensive. When one 
considers that this program alone (one professional staff member with 
a secretary) ‘interviewed and counselled four hundred seventy eight 
(478) students about the "world of work" and that from those . 
contacts one hundred sixty eight (168) were employed, the) results 
certainly justify the need for and expansion of this type vocational 
education program. 


. Graduates requesting "job-assistance" from this program 
indicate a definfte need that is not likély' to go'away in the 
immediate future. Therefore, I recommend that the: Student Job 
Placement Service be continued and expanded to be provided to each 
high school in the Commonwealth. j 

A 


— Awe M Qasstacl 


: ‘ Warren H. Overstreet, Supervisor 
‘ Apprentice Training 
‘Richmond Public Schools 
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CONCLUSIONS 


_ The placement service provided the students at our school the 


peer units to prepare themselves to enter the snarl of work. It 
reached a nunber of students whose only experience with employment 
would be a part time job at one of the local businesses. “Because of 
fhe scope of sie program we tried to deve lop those things a person must 
do in prdet# to secure oa We were concerned about employment 
as ‘the vane result of” a student pEaObIATAE what had bara presented to 
him/her. 

‘This approaéh to -our + placéent service accomplisted two Beate It 

* slated the Hunton df tinting a ob on She Students Nothing was given 
to him/her. ey had: to oD those things that were necessary to secure 
successful employnent. Secondly, because of their ane the student 
ie’ more 2 Likely to succeed in holding his/her at for a longer period of 
teat The responsibility that the student had to assune- and devedog : 
was the: key to their success in finding a jobe 

The various programs that:we offered during the three years sce 

students gain ‘insight. into. Ssodubaacnal areas, and-whab...they-: must. do......e. 

before they could work in that particular. field. It helped students to 


sie and bale with people they ordinarily. vould” never see and to hear ; 
_ bhe enployers ‘point | of view concerning evi earna: and employee . 


: : expectations. fe 
cs a Our contact with business’ and industry be lned re make dimiegers - 


aware of what- is happening. in our school system, The publicity and the 


Ya 
a: 
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eangensnaan we received from business and industry was Mell received 
by ‘emo associated with the penal service. . 

; The service demonstrated that schools can aseune responsibilities 
for placement of students. This was aecomplished beeause of the 


cooperation, among business leaders, counselors, teachers and other “ 

community reSource people. The school administrators was committed 

to ‘malcing the program a success. It required cooperation between the 

placement coordinator and members of the instructional staff especially 

the other vovational.coonlinators in the schools ; : ‘ 
The coordinator of any ices service must resolve the.fears 

these coordinators have about this type of program. In fact, the 

program if run pineiely will strengthen the other cooperative programs: 


by providing additional job leads dnd more business contact. 


S» 
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RECO!3ENDATIONS 

A successful placement service involves the total community. The 
service must be flexible enough so that each school or school system 
may determine the needs of their students and provide a program to 
satisfy those needs. The school must provide a climate of personnel, 


time, and space. Specific plans for any ‘Service will depend on the 


school population, Aneet ion, piel Sop lay nest opportunities. 


Some important considerations for ny placement service are 
listed below: 
1, A siscenent program should serve all stwients on.a 
12 month basis and provide service for ore year 
after they leave school ; 
The service must be available to School leavers. 
Before students are referred for placement they must 
demonstrate a knowledge of pre-employment information, 
The coordinator of the placement service must work 
effectively with other vocational teachers to avoid 
duplication of services and employer contacts. 
The local employment commission must be made wears of 
the service and a satisfactory working relationship 
established between the placement service and the 
local commission, 
_ Follow-up and follow-through are necessary to determine 

how effectively the program is meeting the needs of 
the students, 


= 


Establishing an advisory committee. 


Developing brochures and newsletters. 


-Evaluation of the program and modification whén 


necessarye : 

Cooperation with summer. work experience coordinators 
for placement in sumer work program. 

Develop strategies for teaching employability skills. 


Develop strategies for programs in career education. 


Fe 


Personal Data Sheet 


Before a student’ is interviewed by the placement coordinator, he/ she 


must complete this form Thisinformation becomes very useful.in making 


adequate placement. 


Job Placement s®i.. yay | 
George Wythe High School ME mt 


PERSONAL DATA: Complete an accurate description of your, education, experiences, 


abilities and background. fe - 
7 
PLEASE PRINT &/ yf 
ee AGE a, 
NAME i us 
(Last) (First), Z (MI) SEX 
\ ut : 
ADDRESS ‘ \ SINGLE 
(Number) ; _ (Street) 
j MARRIED 
(City): ~ (State) (Zip Code) OTHER 
TELEPHONE NUMBER .SOCIAL SECURITY NUMBER 
DATE OF BIRTH WEIGHT lbs. HEIGHT ft. in. 
(Mo. ) (Day) (Yr.) 
* TYPE OF WORK DESIRED: lst Choice 2nd Choice 
EDUCATION: 


DATES ATTENDED: 


Curriculum (Please Check.-One)--Academic-__---*~--- General Business 
Cooperative Programs: DE COE 
Have You Attended The Richmond Technical Center? _—«_—sOWA'f.-« so, What. Area? 
Number of Years .. . 
Hobbies: y 


/ 
Extra saeriouise Activities: eit 


What Offices Have You Held? 


How Much Time Have You Lost From Work or School During The Last Two Years? : 
Reason: ‘ 


Do You Have Any Physical. Handicaps?® If so, What? 
4 : 
35 : 


EMPLOYMENT RECORD: (Present or Most Recent Position un? 


A. From Name of Firm : " Telephone No. 
To “Address .__ Salary 
Type of Business’ - Your Position 
Duties 7 Supervisor 
= 
Reason For Leaving * 
B. From . Name of Firm Telephone Now 
To Address Salary 
Type of ‘eintniee ; Your Position 
? Duties ; ; Supervisor 
‘Reason For Leaving . 
: C. From Name of Firm Telephone No. 


To Address : Salary A 


Type of Business Your Rosition 


Duties Supervisor : ; 4 


Reason For Leaving 


, MAY WE CONTACT FORMER EMPLOYER? Yes No ‘ 


CHARACTER REFERENCES: Give Three Personal References (not relatives, or former employers) 
: who are mature persons, business or professional men and women 
(one of whom should be a teacher at the school). 
‘ 


Please Check The Courses That You Have Had While In High Schaol: 


Typing wpm Adding Machine . Dictaphone 

Shorthand wpm Calculator Keypunch 

Filing Bookkeeping Other 

“TRANSPORTATION : Driver's License Own Car Use of Family Car 


Public Transportation 


fe 


“a 


I CERTIFY THAT ALL, STATEMENTS MADE BY ME IN THIS DATA SHEET ARE TRUE. 


| al een eo a er 
“ : (Signature) 7 (ate) 


Approval For Placement/Release of Information 


This form informs the parent of the student's desire to find employ= 
ment and authorizes the school to release information concerning grades 


and attendance to employers. 


; \ 2 +e : 4314 Crutchfield Street 
Job Placement Service OURIEAT 2 Aishased, Birginta 23224 


George Mythe High School .) iG ae 


Dear Parent: '- ‘ 


a. 

* has applied to the Job Placement Office for 
asststance in finding (part-time  _, full-time  _—_—siy,:« summer ) employ- 
ment. In the event that problems with with. school work follow his/her employment, 
we will request and encourage the employer to cease to use your son/daughter 
as an employee. : -_* 


Prior to employment, some employers request information concerning grades 
and attendance. It is the policy of the Richmond Public Schools not to release 
information to any individual outside of the school system without written 
permission from the students’ parents or guardians. If you will.complete and 
sign the following form, this will provide us with permission to forward the 
necessary information a ad indicate YouE knowledge of the work request. 


Sincuvely: 


e 


Joseph F. Frichtel, Coordinator 
Job Placement Service 


JFF:rs : 
IE dita RAG aA Ia aaa IR IRIS II IO IIIT TAI TIAA IA 


APPROVAL FOR PLACEMENT : 


My/Our son/daughter pe. Ties has my/our 
(Name ~ Please Print) ape 


‘permission to work: (1) after school; (2) weekends; (3) both after school and . 
; : , 


weekends. I/We approve of the Student Job Placement Office’ helping him/her 
Sod 


- obtain work. : ; we ae oe . 

PERMISSION TO RELEASE INFORMATION TO PROSPECTIVE EMPLOYERS — : 
Me a = —— os \ . 

"4 hereby give my permission to the Job Placement Office to release infor- 

mation regarding my child, requested by prospective employers only. It is my 

understanding that this information will be limited to grades and attendance. 


, Signature of Parent or Guardian 
38 - 2.3 


\ * 
Placement Agreement 


The placement agreement outlines the responsitilities of any student” 


placed. The form is signed by the student, parent, and placement 


coordinator. 


Job Placement Service 
George Wythe High School 


J 


4344 Crutchfield Street 
Richmond, Birginta 23225 


PLACEMENT AGREEMENT 


The major purpose of this program is to provide valuable job training \ 
for students. This agreement,is made to show responsibilities of the ; \ 
participants: the students,’ parent or guardian and the Job Placement Service. \ 


As a condition for acceptance into the Job Placement Service, I 
‘agree to the following! 


i 1. To abide by the rules, regulations, and policies of + 
; the employer during my period of employment. 


2. To diligently and faithfully perform the work and 
% duties of my job. 


3. To be regular in attendance at school and on the ‘job. 
4. To be on time at school and on the job. 


5. To notify my employer in advance in case of necessary 
absence. . Pk 


J 6. To attend a class acheduled after the school day 3 
it ad deemed necessary by the coordinator. 


7. To accept coungeling and eiidauck from the coordinator. 


8. To know that absenée from school means ‘that .I cannot 
report for work on that particular day. . " 
. 9. To report to the coordinator the following day, the 
results ofXany job interviews. | : ; ti. 


10. Torperform my job in such a manner that will reflect 
° an ~—~eredit upon myself ‘and George Wythe High School. 


; : ‘ ll. To report’ first to.the coordinator any contemplated 
as t ‘ sgkscige in my NORE? 


at. Student's Signature 


Parent's or Guardian's Signature 


~ 


: Effective Date a Coordinator's Signature 


eo AO 


letkgr of Introduction 


b 


. . Thig letter accompanies each student to the job interview. The employer 


fills in the results and mails the letter back to the placement office. 


Page 43 ‘eoneabiane a sania letter of introduction, 
was not reproducible and was removed from this 
document prior to its being submitted to the ERIC 


Document Reproduction Service. 7 


42 


® em 


~ e 4 


Termination of Placement Service 


et 
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Job Placement Service 
George Wythe High Achool 


baie 
| Joseph F. Frichtel 
June 30, 1976 
Termination of Placement Service 


I was informed on June 16, 1976, that the position of Placement 


Coordinator and the Student Placement, Service at George ltythe High School 
had been eliminated in the new School Board buiget. 

I have valued my association with you and wish to extend my warmest 
heart-felt thanks for the excellent cooperation that you have given to 
Gasere ‘ythe High School, My employment with the Richmond Public “chools 
will continue as a counselor in one of the area schools, I hope that in 
Pm new position I will be able en eiaaince working with your organisation, 

Even though this particular program has been elifinated we continue 
to offer cooperative education programs at the high school, If in the 
future you have a job opening that a studert could fill, please consider 
the cooperative education programs at George llythe. I have incluted in 

' this letter a list of people that can help you. 

Again, let me thank you for the fire service that you have given 
to the Placement Service and the students of George 'lythe High School. 
Vrs. Mary He Qdwards = Guidance Coordinator = 780-/371, ext. 2 
Miss Anne Rowe = Coordinator Cooperative Office Experience <700-1571, ext. 38 
Mr. Farl Keeling = Distributive Education =< 7A0=-/171, ext. 3? 


Mr, Tommy Paxtcn = Distributive Education = 700-1771, ext. 32 
Hr. Howard NeCoy =< Distributive Education = 700=/371, ext. 32 


\, 
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